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I ntroduction

Many Missouri Judiciary staff has expressed their desire to participate in education classes over
the internet, thus allowing staff to stay in their office when receiving training for infrastructure
software upgrades, JIS case management upgrades, or soft skills education. In response to this
need, OSCA is excited to offer this additional service to court staff. Y ou now have the ability to
register for Videoconferences, Satellite Broadcasts, and SOM E Classroom (Live) sessions. In
addition you will be able to register and launch available web courses through the web
registration system.

This user manual is designed to detail the use of thisregistration system. The systemiscalled
JEWELS (Judicial Education Web Learning System).

Asalways, if you have difficulty with thisor any other computer system, contact the OSCA
Help Desk through Lotus Notes or by phone at 1-888-541-4894 or 573-522-5577.

Accessing JEWELS

1. Doubleclick on the Internet Explorer icon shown:

e |f your default web siteis not the Missouri Judiciary home page, enter the following URL
inthe Addressfield: http://www.osca.state.mo.us/oscalindex.nsf/

e |f your default web siteis the Missouri Judiciary home page, you should see the home
page as displayed below. Proceed to #2 below for detailed instructions.
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http://www.osca.state.mo.us/osca/index.nsf/

2. Click on the Office of State Courts Administrator link.
The Office of State Courts Administrator home page displays.
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3. Click onthe Judicial Education link to go to the Judicial Education home page.
The Judicial Education home page displays:
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4. Click onthe JEWELS (Judicial Education Web L earning System) link.
The JEWELS home page displays:

FRatwlail Lok Al Julemd Bykner prasaded by U5 G mlﬁ||lﬂ_1|| 1|
[ T R ., T [ [ i g e A - T sk e - v x| G
] W CE -wr Cwwde Tk e “ (i = T

&

.;I

o

3

o e:

o 1l =

) T u O R4 O R e |
all

S Thiing r-1_':l--_'i.-.l'.-P"|'1 Moy L

[
E ;

Vg AN Iz ot et Ve AL g ks

B e R T

Page 4



5. Tologonto JEWELS:

e Click on Sign On (top center of the screen).

e Typeinyour SSN with dashes. Asyou type the SSN arow of asteriskswill appear. The
SSN istreated like apassword. Do NOT give other individuals your SSN to take a class.
If you are not in the database, judiciary staff will be able to add your student information
SO you can use the registration system.

e Click OK.

e Once you have clicked on OK, your name will appear between the state seal and Judicial
Education Web Learning System (JEWELS). Y ou are now logged onto the system.
NOTE: Any actionstaken at thistimewill be attributed to your ID. Your screen
looks as follows:
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Now let’stake alook at each of your menu choices.
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A. View/Update Your Student | nformation

1. When you select this menu option, the following screen appears.
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2. To make sure we have the most up-to-date information about you, there are several pieces of
information that we would like for you to verify. NOTE: Pleasetype al informationin
capital letters.

e |If theinformation is correct, do nothing.
e If theinformation isincorrect or incomplete, please correct and click on the OK button.

e Ve
[ ]

3. Clicko

ify, change and/or complete, as appropriate, the following:
Preferred Name

County Name or District (please choose from the drop down list)
Note: OSCA, Supreme Court and Appeals Courts are listed
Circuit # or District (please choose from the drop down list)
Note: OSCA, Supreme Court and Appeals Courts are listed
Email Address

Office Name (Court/Juv)

For example, St. Charles County Courthouse

Office Address Line 1

Office Address Line 2, if needed

Office City

Office State

Office Zip

Office Phone

Office Fax Number

n the OK button when finished. Thiswill take you to a screen where you can verify

your information. If the information is correct, click on the OK button to return to JEWELS
Home Page.
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B. View aList of All Courses/Register and L aunch Web-Based Training

(WBT) Cour ses

1. Click ontheView aList of All Courses/Register and Launch Web-Based Training (WBT)
Courses menu option, and the following screen displays.
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2. Choose the appropriate course list category and click on the GO button. The following
screen appears:

¢ Note: Additional categorieswill be added to the list for the purpose of narrowing down
the search as courses are added to the system.
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e You can sort the course list in several ways.

e Choose the sort method located on the left of the sort now button and click on SORT

NOW.
3. Tofind moreinformation on acourse or to enroll in aclass, click on the 3t button.
e Onceacourseis selected, the following screen appears:
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e Click on the appropriate link according to the information you are seeking.

e |f you select Schedule of Classes and classes have been scheduled, alist of classes
will be displayed as shown. Choose the classin which you wish to register by

pressing the., button next to the class name.
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Note: The sdlection of Calendar V|ew WI|| r&sult in the same information in the
form of amonthly calendar.

If aclassisdigiblefor enrollment, the following screen appears:
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4. Click on Enrall in this class and follow the instructions.

Note: You will receive a confirmation message on the screen if your enrollment is
accepted.
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Use this menu option to register for available classes in the following categories:
e Computer-Based Training (CD)
e Classroom (Live)
o Satellite Broadcast
e Interactive Videoconference
Available classes are those classes that do NOT have certification requirements. Some
examples of unavailable classes are:
e |CM Certification program
e JIS (Banner) Classes being offered for anew circuit going through the implementation
process.
e Classes which have specific eligibility requirements (only supervisors, managers, etc.)
e Note: Toreturn to the previous page (list of classes), click on the
5 button on the Internet Explorer tool bar.
Back

If the classis NOT available for enrollment, the following screen shows:
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C. View/Reqgister for Upcoming Scheduled Classes

1. When you select the View/Register for Upcoming Scheduled Classes menu option, the
following screen shows:
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2. Choose the appropriate class category. The following screen appears:

e Note: Additional categorieswill be added to the list for the purpose of narrowing down
the search as classes are added to the system.
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e |If you select Calendar View, the same information shows in the form of a monthly

calendar.
3. If aclassiséeligible for enrollment, the following screen appears:
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4. Click on Enroall in thisclass and follow the instructions.

e Note: You will receive a confirmation message on the screen if your enroliment is

accepted.

5. Usethis menu option to register for available classes in the following categories:

e Computer-Based Training (CD)
e Classroom (Live)

e Satellite Broadcast

e Interactive Videoconference

6. Available classes are those classes that do NOT have certification requirements. Some

examples of unavailable classes are:
e |CM Certification program

e JIS (Banner) Classes being offered for anew circuit going through the implementation

process.

e Classes which have specific eligibility requirements (only supervisors, managers, etc.)

Note: To return to the previous page (list of classes), click on the
Internet Explorer tool bar.
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If the classisNOT available for enrollment, the following screen will be shown.
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D. View a Class Roster

Note: At thistime you can only view aclass roster for classes you are currently enrolled in or
areon thewait list for. Future enhancements will include web accessto all classrosters.

1. When you select the View a Class Roster menu option, the following screen appears:
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2. Click on the button to view the class roster.
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3.

Once you have selected the class, the class roster for that class appears.
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E. Your Web-Based Coursesin Progress

1. When you select the Y our Web-based Courses in Progress menu option, the following screen
shows:
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Asyou can see, you are able to perform two functions here (Resume Now or Cancel This).

2. Resume Now, to return to a class in which you previously started.
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3. Cancel This, cancels aclass you previously started. Y ou will be prompted to verify that you
wish to cancel this course. The Cancel This option should only be used if you do not want to
complete the course you began.
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F. View/Print Your Training Calendar

1. When you select the View/Print Y our Training Calendar menu option, the following screen
shows. You can print your calendar by clicking on the Print icon in the toolbar.
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G. View/Print Your Transcript

1. When you select the View/Print Y our Transcript menu option, the following screen shows:
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Y ou can print your transcript by clicking on the Print icon on the toolbar.
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